Printing the NDS Employee s

PeopleSoft CONHEC

Listing Report

June 29, 2004

Breadcrumbs: Home > Administer Workforce > Administer Workforce (GBL) >
Report > NDS Employee Listing
REQUESTING A NDS EMPLOYEE LISTING

Use the following navigation to ‘NDS Employee Listing’ and select ‘Add a New Value.” If
you have run this report before, you can ‘Search’ or simply enter your ‘Run Control ID'.
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Home = Administer Workforce = Administer Workforce (GHL) = Eeport = NDS Employee Listing Mewy Window

2 Warklist

NDS Employee Listing

Find an Existing Value

Run Cantral ID:i
[ case Sensitive

Search | Advancedjw

Add a Mew Value

‘Run Control ID’ is primarily for technical tracking of processes. We recommend you
simply use your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may
simply enter your Business Unit in the previous screen and it will recall your ‘Run
Control'.

The screen on the following page shows where you need to enter the company, this is
‘ND’. Then Click ‘Run’.
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The following screen shows the parameters for the report and the *Format defaults to
‘HTM'. The report is formatted to show best in adobe PDF format, so we recommend
you select “Web” for the Type and ‘PDF’ for the Format. Then click ‘OK’ and you will be

returned to the previous screen.
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When you are returned to this screen, click on ‘Process Monitor’ to view the status of the
report running.
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At the Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your
report shows ‘Success’. Then click on ‘Details’.
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When you come to the Process Detail screen, click on “View Log/Trace” to get the next
screen with the report file name.

-

Home = PaoplsTook: = Process Honijor = e = Precess Reguesis [B8 VAR ekt
Precess Detnl

Instance: 16035 Types Gryalal

Maina; WOEFRI0S DS iiplion: Ermpdoyea Listing

Run Comrol I 1 L

Locatiaii Samer r':

S PSHT

1 Del=te Request

Recumence: -

Request Createdon: OHOGZ00E 905 FHa0 ST Baramelers  Tramr

Feiin fidens Bfer OXIE2004 94501 AMCST Wasaana Lea

Bepan Procaess M 02202008 G454 00T Bsbch Timings /

EndediFrocess iz ORIR2004 9047 35 GET e Lo T racs

[l Cancel |

Then click the report name below to view the report.

B
Report/Log Viewer
Instance: 18935 Crystal
Name: NDSPR205 1
Status: Success lberger
Server: PENT

Employee Listing

Message Log 0 bytes Thu Feb 26 09:45:43 2004
NOSPR205 18935.PDE 1229313 bytes Thu Feb 26 09;45:44 2004
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The report, shown below, may then be saved wherever you prefer to store it or you may
print it on your own printer.
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